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MEMORANDUM FOR: Deputy Director for Management and Services 


SUBJECT : Nonstandard Work Schedules - Foreign Intelligence 
Staff 
REFERENCE 7 8. Memo for ExDir-Compt from D/Pers, dtd 21 Dec Fis 


subj: Non-Standard Work Schedules 


b. [ERR fours of Work 


l. A recommendation for your approval is contained in paragraph 5. 


2. The Foreign Intelligence Staff has requested approval of non- 
standard work schedules for the FI ee -: the DDO Duty 25X1A 
Office; because of differences in numbers of assigned personnel, three 


different schedules are proposed for the two offices, All provide 2h 
hours a day, seven days a week coverage of functions. The circumstances 
relating to the three schedules are ag follows: 


. 


is comprised of S..: 25X9 
who work two 12-hour days and seven -hour 
uring one ~day pay period for a total of 80 hours and ten 8-hour 


days during the next 14-day pay period for the next 80 hour total. There- 

after the cycle repeats. It is understood that the Watch has been opera-~ 

ting under this schedule for a number of years and that no scheduled 

overtime is involved. Duties consist mainly of the dissemination of 

reports; there is no need for the officers to be available in the mornings 

for special briefings as is required of the DDO Duty Officers. 25X1A 
employees generally are experienced Ops Officers and Reports Officers who 
remain ing for a three year tour or longer. 


b. DDO Duty Office 
é Intelligence Assistant Schedule 


Within the DDO/DO, there are five Intelligence Assist- 
ants, four of whom work two 12-hour days and seven 8-hour days during each 
pay period for a total of 80 hours. The fifth Intelligence Assistant works 
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two scheduled 8-hour days in the DDO/DO during each 14-day pay period and 
provides backup for other DDO/DO IA's (leave, sickness, etc.) as required; 
when not working within the DDO/DO, she is utilized elsewhere within FI 
Staff. In general these Intelligence Assistant positions are staffed with 
Single women who are assigned to the DDO/DO for a 1-year tour with the 
opportunity to extend. No scheduled overtime is involved. 


Duty Officer Schedule 


DDO Duty Officers are selected from among recent Mid- 
career course graduates and are assigned from their parent Area Divisions 
to the DDO Duty Office for a 6-month rotational tour. There are five offi- 
cers who work a mixture of 5, 6, 9, 10 and 14-hour days during each 14-day 
pay period for a total of 80 hours. Each officer works two 14-hour days 
in a two-week period but this does not recur until all officers have worked 
two similar 14-hour tours. No scheduled overtime is involved. According 
to FI Staff this schedule has been basically the same for years, although 
it was recently modified to total 80 hours for the period. The proposed 
schedule represents the final FI Staff selection after considering several 
alternatives developed by the Office of Joint Computer Support. The 
schedule is considered by FI Staff and the DDO Duty Officers to be the best 
arrangement to provide the coverage needed with the limited number of offi- 
cers authorized and available. 


3. The following guidelines will govern leave and pay accounting 
under the schedules. They are in accordance with paragraphs 10 and 11 of 
the referent memorandum, except for the increase of 12 to 14 hours in 
section c. 


ae Employees at the GS-11 and below level would be paid over- 
time for work in excess of 80 hours in a two-week, 80-hour pay period. 


d. Employees GS-12 through GS-14 may receive overtime pay- 
ments for directed overtime worked in excess of 96 hours in a two-week, 
80-hour pay period. 


Cc. Employees entitled to Sunday, holiday or night differential 
pay would receive such pay, when appropriate, for hours worked not in 
excess of 14 within a regularly scheduled workday. 


d. Annual and sick leave would be charged according to leave 
taken against the employee's established work schedule. 


e. Otherwise the provisions of MMwould remain unchanged 25X1/A 
and would pertain to the irregular work schedules. 
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tageous to the Agency since they provide effective shift coverage, 


on Therefore, I recommend that you approve the attached schedules. 
The Chief, FI Staff is aware of the requirement for quarterly reports 
evaluating the effectiveness of the schedules, 


Director of Personnel 
Att 


The recommendation contained in paragraph 5 is approved: 


Apty 77 
Date 


Deputy Director 
for 
Management and Services 


Distribution: 
Orig - Adse (Ret to D/Pers) 
2 - DD/M&S 
2 - D/Pers 
1 - FMCD 


oP/rMcD BB em (26 apr 73) 
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24 January 19753 
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MEMORANDUM FOR: ChieZ, Sunneo:: Staff 
Foreign Inteisigence Serf 
SuUBUaCT > Non-Standar:. Work Schedules 
REFERENCES > (A) Memorandum for Hxecutive Dorec.ot- 


Comptre ier srom Director vcerseune 
cated 41 December 197141, Suvjec-.: 
Same as above 


CG) i” 


 . Ge Bes Pest toy Cons co. One Sore tans: - < 
emp.oyees of your ofcice aro WOTKILg Non-Svanaari. We 
scheaules. As pz een ty nererences B, @ memo wise 
SHOLLd De SuDMitred Trecucstin; ENVTOVEL CE Cle SC4Ge «2 
“eStisiisnec. The menorendim s.oula ve Lorwarcec tO Une 
Deputy Director Zor Support, tarcugh tie Direce * On 
Personmnei vor review 2nd have the concurseace o. che 
Deputy Director concerned. 
> Be teched Sor your 226onetLon cre copies. of 
the Tine and Attendance Caras Stu..tted vor a Lew O41 


4 
those employees working an irrcguiar work-weex. 


e 
“a 


ALCL 
Compensation and Tax Division 
Office of Finance 


Attachment: 
Form 20 (T/A'S) 


Approved For Release 2002/01/08 : CIA-RDP83-01004R000200030006-4 


ood) 


25X1A 


25X1A 


zo Approved For Release 2002/01/08 : CIA-RDP83-01004R000200030006-4 


Approved For Release 2002/01/08 : CIA-RDP83-01004R000200030006-4 


